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IN‘STRUCTIONS See Pubhcatlon No 76—RM-—1 for instructions on completmg this form. Forward sughed original to
) ‘Oepartment of Archives and History, Fleoords Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, .

| FORAGENCYUSE |1, Agency Addfe;s T eOR RECORDS MANAGEMENT USE |
" apphication Date . : Aﬁorg] atpozts Agth0r1 t-y ' Application Number B
' ministration U1vision
‘ _(1_0__29_7? .1 Personnel Department “-28:' 2'_5?-_% S
appiication Number Post Office BOX 2406 : Date Received Date Completed
38 | Savamah, Georgia 31402  |ocT 271978 | MOV 281978
'2 Pa.son to Contact - : - Worklng Tltie—__“ - ) Te!ephone Number o
John J. Powers, Jr. Personnel Manager 964 1721 283

¢ ,
2. X Estaousn Retention Scheduie; record will continue to accumulate.
b. E] Dispose of present accumulation; no further accumulation anticipated.
_¢. — Amend ApplicationNo. . ._ _____ __ Check OQne: O Change; (1 Supercede; [J Void

t &, Dates of Series 5. Re@:rds ‘Saries 1 T.tle {followed by title used in off:ce if different)
Earliest Latest

1973 Bl To Date

_ weekly and Semi-Monthly Benefits Hours Registers

[6 Dwsssan and OHice Functzon - What is the functlon of theJ D&wsuon and the Office in which this record series is created?

Responsible for the recruitment, training, JOb analysis and classification, and formulation
and implementation of personnel programs and procedures.

7. Record Senes Bg;c;-lpt;; - ?h?ﬁé ;;Htalrhsutiwe fol!owmg doéak“e;t;{mclude form numbers and t:rles if any} T t
Attach samples of the file,
Documents relating to: Listing employees' benefits.
Included are: ~ computer printouts giving division number, employee's number, employee's

social security number, benefits date, vacation taken, updated and
left, sick leave taken, updated and left, and attendance bonus taken,
updated and left on the books.

File is arranged: Chronologically by printout, numerically by division on printout.
_SL.:MOI';thIY ﬁefereno'eRa_t;h o LLHEWJ often?re recb?di-iéferredctlgv&hich are.; ST
One to six months old _=_12 - _‘zm ; Seven to tweive months old _f____; Thirteen to twenty-four months old _§_H._
?

twenty-five months and older

— e e —— e e L ——— e _— -z . L Uy UV N N OO

['9. Annual Rate of Accumulation of Rerords 1
. Létter-size drawers —n; Legal-sizedrawers . ____ ; Shelves

amrmme; Other (specify) e
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{.X 1 __ documents be scheduled separately?
. ,J, Is the ;nfgmatlon contained in this sar:g,s ever pubushed?_ﬁlf yes.. attagh \ CODY,

h. Is there a duplication of this series in yoﬁr off:ce orin another office or agency? N - -
..M ves. where? __Payro S e . e -
,I x 1. Is this series for a malo;pomw o&t} reaularlv mleOfllmeL VL S

r_xgﬁﬁw_o r10 Ouestuonnanre __ (Place an X" in the proper oolumn) . e _;_H“ M::H,_,__,
a. Is this the official copy of the senes?
X If not, where is it? . e - — e s ]
X b. Does the series contain [‘onfldentlal mformatlon requiring security handlmg? If yes, cite law or regylation. . -~ —
. . . ls thls a Vital record? _ #__f*_&_ﬂ,m L g _,‘_ e )

d Does this series have hustoru:al or long term research value? _
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2. When one or two documents in the file make it necessary to keep the entire fule for a Iong period, could these
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g. |s the information contained in this series ever analyzed and/or recorded in a summarlzed report?
1 X | Ifves attachcoov, ___

} X i. Does the record series resuit in a.computer printout? _

11 Retemion Requiramants 1- The foltowing requires the serues to bﬁc;,_kept: S '7 - _
a. State Law —_— e ____years. d. Audit period — . __years.
b, Statute of limitatign y am = emee. - Y@ArS, ~ e. Administrative need —_— ng_ ... years,
¢. Federal law —_— . -_.Yyears, f. Federal retention instructions . _vyears.
Attach copy or excerpt of laws or regulations. Explain administrative need.
2. AnnrovedEis;sﬁia\”lﬁ;t;ﬁ;t;)ﬁ;“ _TﬁTs_aéé;éy recb;h-;ﬁ_en::l; that the file series be cut off at the end of each:
@ Calendar Year; O] Fiscal year; J Other N e then,
X1 Hold in the current files area ...month(s} ___1_._.,_. .- ‘year(s); then
Xl Transfer to local holding area, hold - 1. ___vearls): then
(O Transfer to State Records Center; hold__ _ . __ _ year(s}; then
X Destroy,
O Transfer to State Archives for permanent retention,
O Other {Specify)
These instructions apply to all prior and future accumulations of the series.
Agencx ad/DesngnggﬁfEZg}étﬂl;'e} D ;:W_Qa!eﬂr _ Reoords Managemer:t mOff;Eer ticer (Signaturgh _: ___Date
—H—/ﬁ’/ A2 2 P me—é_;%zz%ﬂ!z& _Z_ L 2225~ 7f |
' _ - _ State Records Committee (Signature) ] Date
Recommendations in para- I ' T ’
graph 12 are approved. . State Audltor/Des:gnee
(If disapproved, attach letter
of explanation.)
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